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Job Description

Job Title:


Schools Officer, North East Wales
Reference:


SUS2933
Salary:
Grade F:  £24,446 per annum
Hours:


37.5 hours per week

Contract:
Fixed term to 31 March 2023
Base:
To be confirmed – Wrexham area
Job Purpose:

To promote cycling and walking as forms of active and sustainable travel to school age children, parents and staff at selected primary and secondary schools.  To enable schools to reduce the percentage of pupils driven to specific schools.  To support ‘school champions’ in schools, to harness local authority resources available for cycling and active travel and to make links between schools and the wider community.  
Place in organisational structure:

The post holder will report to the Head of Delivery & Partnerships, Cymru and be part of Sustrans team in Wales. 
Key Relationships:

Internal:       Head of Delivery & Partnerships, Wales

Volunteer Co-ordinator, Wales

Network Development Managers, Wales

Sustrans Schools Officers - UK wide

Behaviour Change Co-ordinator - Bristol 
External:
Schools and parent ‘champions’

Local authority staff including transportation, road safety, education and leisure services
Education based stakeholders such as Eco-School Coordinators

Active travel related organisations such as Welsh Cycling and local cycling groups

Local media

Key Responsibilities:

1. To coordinate school involvement in the Active Journeys Programme in defined regions in Wales.  This will include guiding schools to progress through a structured process of behaviour change, upskilling school staff and providing information and practical activities to pupils and the wider school community.  
2. To input into the selection of schools, liaising with school management and local authority staff.  

3. To deliver defined activities, Active Travel lessons, training and advocacy in a number of selected schools, including cycling and scooter skills.

4. To deliver teacher and adult training events for participating schools.

5. To liaise with local authority staff and Sustrans Network Development Managers in order to complement Active Travel Act duties, including Safe Routes in Communities projects and Active Travel Network Map development.
6. To establish local partnerships, including local authority staff and other key stakeholders in order to maximise local ownerships over active travel projects in schools.
7. To monitor project activity and conduct travel behaviour surveys.

8. To work in partnership with the wider team in Wales in order to align activities and outcomes with Liveable Cities & Towns priorities.

9. In conjunction with the Sustrans Cymru policy team, to provide press stories, case studies and help deliver events at schools to be attended by decision makers.    

10. To provide input and contribute to the production of progress reports and presentations for project partners including local authorities and Welsh Government. 
11. To recruit and support volunteers to assist with the running of the project and to provide legacy for the project.

Communication and marketing

12. To contribute towards raising the profile of Sustrans, by representing the charity at meetings, activities and events, as required.

13. To support and comply with the charity’s guidance on branding, tone of voice and key messages, positively contributing towards raising Sustrans’ profile.  

Training and personal development:
14.
To attend essential Sustrans training as required by the Charity.

15.
To ensure own personal development by working to objectives set as part of the appraisal process.

Health & Safety, Safeguarding and Equality, Diversity and Inclusion:
16. To support and comply with the organisation’s policy for the management of Health and Safety.

17. To support and comply with the organisation’s policies for the management of safeguarding.

18. To support and comply with the organisation’s policy and procedures relating to Equality, Diversity and Inclusion and apply principles of best practice in own role.
Other
19. To perform any other duties consistent with the nature and grade of the role as agreed with the line manager.

Working Conditions:

Travel across North Wales will be required in this post on a weekly basis.  Occasional overnight stays away from home will be required and rare weekend work may be required. 

Clearance by an Enhanced Disclosure check through the DBS is mandatory for this role.

Special Note:

This job description does not form part of the contract of employment, but indicates how that contract should be performed.  The job description may be subject to amendment in the light of experience and in consultation with the jobholder.

Compiled:

Interim Deputy Director, Wales
Date:


June 2020

Schools Officer, North East Wales (SUS2933)
Person Specification

	Criteria
	Essential

	Qualifications, education and training
	Good standard of education.

	Experience
	Experience of working in a school setting with children and young people

Experience of delivering training.

Experience of partnership working across a range of interests.

Experience of leading group workshops and event planning.

Experience of self-starting, independent project delivery

	Skills and abilities
	Excellent writing, communication and presentation skills

Planning & organisational skills

Ability to build strong working relationships

Ability to motivate and enthuse others – young & old.
IT literate with Microsoft Word, PowerPoint, Excel.
Welsh language skills

	Knowledge
	Knowledge of the health & environmental benefits of active travel
Knowledge of school settings

	Other
	Prepared to cycle and use public transport for the majority of daily work journeys.
Committed to the promotion of active travel and the ideals of Sustrans.


	Criteria
	Desirable

	Qualifications
	Educated to degree level or equivalent.
Qualified teacher 

National Standards Instructor

	Experience
	Experience of classroom delivery. 
Experience of delivering cycle / scooter training

	Skills and knowledge

	Fluent in written & spoken Welsh

Knowledge and understanding of the Active Travel Act & its implementation.
Knowledge of writing reports, press releases and newsletters.
Good understanding of the education system and policy in Wales. 

Knowledge & understanding of behaviour change projects.
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Disgrifiad Swydd

Teitl Swydd:


Swyddog Ysgolion

Cyfeirnod:


SUS2933
Cyflog:
Graddfa F:  £24,446 y flwyddyn

Oriau:



37.5 awr yr wythnos

Tymor Penodol:
cyfnod-penodol hyd 31 Mawrth 2023
Lleoliad:
I’w gadarnhau – ardal Wrecsam
Diben y swydd:

Hyrwyddo beicio a cherdded fel ffurfiau o deithio llesol a chynaliadwy i blant oed ysgol, rhieni a staff mewn ysgolion cynradd ac uwchradd dethol. Galluogi ysgolion i leihau’r ganran o ddisgyblion sy’n cael eu gyrru i ysgolion penodol. Cefnogi ‘hyrwyddwyr’ yn yr ysgolion i harneisio adnoddau sydd ar gael gan yr awdurdod lleol ar gyfer beicio a theithio llesol a ffurfio cysylltiadau rhwng ysgolion a’r gymuned ehangach.  

Safle yn strwythur y mudiad:

Bydd deiliad y swydd yn adrodd i’r Pennaeth Darparu a Phartneriaethau, Cymru a bydd yn rhan o dîm Sustrans yng Nghymru. 

Cysylltiadau Allweddol:

Mewnol:       Pennaeth Darparu a Phartneriaethau, Cymru

Cydlynydd Gwirfoddolwyr, Cymru

Rheolwyr Datblygu Rhwydwaith, Cymru

Swyddogion Ysgolion Sustrans – ledled y Deyrnas Unedig

Cydlynydd Newid Ymddygiad – Bryste 
Allanol:
Ysgolion a rhieni sy’n ‘hyrwyddwyr’

Staff awdurdod lleol yn cynnwys gwasanaethau trafnidiaeth, diogelwch ar y ffyrdd, addysg a hamdden

Rhanddeiliaid yn y byd addysg megis Cydlynwyr Eco-Sgolion

Mudiadau yn y byd teithio llesol fel Beicio Cymru a grwpiau beicio lleol

Y cyfryngau lleol

Cyfrifoldebau Allweddol:

14. Cydlynu cyfranogiad ysgolion gyda’r Rhaglen Teithiau Iach mewn rhanbarthau diffiniedig yng Nghymru. Bydd hyn yn cynnwys arwain ysgolion wrth iddynt symud trwy broses strwythuredig o newid ymddygiad, uwchsgilio staff ysgolion a darparu gwybodaeth a gweithgareddau ymarferol i ddisgyblion a chymuned ehangach yr ysgol.  

15. Cyfrannu at ddewis yr ysgolion a fydd yn cymryd rhan, cysylltu â thimau rheoli ysgolion a staff awdurdodau lleol.

16. Darparu gweithgareddau diffiniedig, gwersi Teithiau Iach, hyfforddiant ac eiriolaeth mewn nifer o ysgolion dethol, yn cynnwys sgiliau beicio a sgwtera. 

17. Cynnal digwyddiadau hyfforddiant ar gyfer athrawon ac oedolion yn yr ysgolion sy’n cymryd rhan.
18. Cysylltu â staff awdurdodau lleol a Rheolwyr Datblygu Rhwydwaith Sustrans er mwyn cyfannu dyletswyddau sy’n deillio o’r Ddeddf Teithio Llesol, yn cynnwys prosiectau Llwybrau Diogel mewn Cymunedau, a datblygu Map Rhwydwaith Teithio Llesol.

19. Sefydlu partneriaethau lleol, yn cynnwys staff awdurdod lleol a rhanddeiliaid allweddol eraill er mwyn manteisio i’r eithaf ar berchnogaeth leol dros brosiectau teithio iach mewn ysgolion.

20. Monitro gweithgaredd y prosiect a chynnal arolygon ymddygiad teithio.

21. Gweithio mewn partneriaeth â’r tîm ehangach yng Nghymru er mwyn alinio’r gweithgareddau a’r deilliannau gyda blaenoriaethau Dinasoedd a Threfi sy’n Addas i Fyw Ynddynt. 
22. Ar y cyd â thîm polisi Sustrans Cymru, darparu straeon ar gyfer y wasg, astudiaethau achos a helpu i gynnal digwyddiadau mewn ysgolion i’w mynychu gan benderfynwyr.    

23. Rhoi mewnbwn a chyfrannu at lunio adroddiadau cynnydd a chyflwyniadau ar gyfer partneriaid y prosiect yn cynnwys awdurdodau lleol a Llywodraeth Cymru. 

24. Recriwtio a chefnogi gwirfoddolwyr i gynorthwyo gyda chynnal y prosiect a rhoi parhad i’r prosiect.

Cyfathrebu a marchnata 
25. Cyfrannu at godi proffil Sustrans, trwy gynrychioli’r elusen mewn cyfarfodydd, gweithgareddau a digwyddiadau, yn ôl y galw.

26. Cefnogi a chydymffurfio â chanllawiau’r elusen ar frandio, tôn llais a negeseuon allweddol, gan gyfrannu’n gadarnhaol at godi proffil Sustrans.  

Hyfforddiant a datblygiad personol:

27. Mynychu hyfforddiant hanfodol Sustrans fel bo’r Elusen yn gofyn.

28. Sicrhau eich datblygiad personol eich hunan trwy weithio i amcanion a osodir fel rhan o broses werthuso’r Elusen.

Iechyd a Diogelwch, Diogelu a Chydraddoldeb, Amrywiaeth a Chynhwysiant:
29. Cynnal a chydymffurfio â pholisïau’r mudiad ar reoli Iechyd a Diogelwch.

30. Cynnal a chydymffurfio â pholisïau’r mudiad ar reoli diogelu.

31. Cynnal a chydymffurfio â pholisi a gweithdrefnau Sustrans yn gysylltiedig â Chydraddoldeb, Amrywiaeth a Chynhwysiant ac arddel egwyddorion arfer gorau yn eich rôl eich hunain.
Arall
32. Ymgymryd ag unrhyw ddyletswyddau eraill sy’n gyson â natur a graddfa’r rôl fel y cytunir gyda’r rheolwr llinell.

Amodau gwaith:

Bydd angen teithio’n wythnosol ar draws Gogledd Cymru yn y swydd hon. Bydd gofyn yn achlysurol ichi aros oddi cartref ac ar achlysuron prin gellid bod angen gweithio yn ystod y penwythnos. 

Mae datgeliad manylach gan y Gwasanaeth Datgelu a Gwahardd (DBS) yn orfodol ar gyfer y swydd hon.

Nodyn arbennig:

Nid yw’r disgrifiad swydd hwn yn ffurfio rhan o’r contract cyflogaeth, ond mae’n dangos sut y dylid perfformio’r contract. Gall y disgrifiad swydd newid yng ngoleuni profiad ac mewn ymgynghoriad â deiliad y swydd.

Crëwyd gan: 

Dirprwy Gyfarwyddwr Dros Dro, Cymru
Dyddiad:

Mehefin 2020 
Swyddog Ysgolion, Gorllewin Cymru (SUS2922)
Manyleb y person

	Meini Prawf
	Hanfodol

	Cymwysterau, addysg a hyfforddiant
	Safon dda o addysg.

	Profiad
	Profiad o weithio gyda phlant a phobl ifanc.

Profiad o ddarparu hyfforddiant. 

Profiad o weithio mewn partneriaeth ar draws amrywiaeth o agweddau.

Profiad o arwain gweithdai ar gyfer grwpiau a chynllunio digwyddiadau.
Profiad o gynnal prosiectau’n annibynnol gyda hunan-gymhelliant.

	Sgiliau a galluoedd
	Sgiliau ysgrifennu, cyfathrebu a chyflwyno rhagorol.

Sgiliau cynllunio a threfnu.

Gallu meithrin perthynas waith gadarn.

Gallu symbylu ac ysbrydoli eraill – ifanc a hŷn.

Hyfedredd TG yn cynnwys Microsoft Word, PowerPoint, Excel.

Sgiliau Cymraeg.

	Gwybodaeth
	Gwybodaeth am fuddion iechyd ac amgylcheddol teithio llesol. 
Dealltwriaeth o amgylcheddau ysgol.

	Arall
	Parodrwydd i feicio a defnyddio trafnidiaeth gyhoeddus ar gyfer y rhan fwyaf o deithiau gwaith dydd i ddydd.

Ymroddedig i hyrwyddo teithio llesol ac egwyddorion Sustrans.


	Meini Prawf
	Dymunol 

	Cymwysterau
	Addysg i lefel gradd neu gyfatebol.

Athro cymwysedig
Hyfforddwr Safonau Cenedlaethol

	Profiad
	Profiad o ddarparu mewn ystafell ddosbarth. 

Profiad o ddarparu hyfforddiant beicio / sgwtera.

	Sgiliau a gwybodaeth


	Ysgrifennu a siarad Cymraeg yn rhugl
Gwybodaeth am a dealltwriaeth o’r Ddeddf Teithio Llesol a’i weithrediad.

Gwybodaeth am ysgrifennu adroddiadau, datganiadau i’r wasg a chylchlythyrau.

Dealltwriaeth dda o’r system a pholisi addysg yng Nghymru. 

Gwybodaeth am a dealltwriaeth o brosiectau newid ymddygiad.


